Cover Letter 


To Project Director, SMTA 
Dear Si, 


Lam offering my service for the position of "Office Assistant ‘Sindh Mass Transit Authority Office Block 2, Clifton Karachi 


IF get the job I work smart for my better career in ruture. 
lb looking forward to your response. 

Please give me opportunity to job 

Thanks 


Regards: 
SHAHNAWAZ 


SHAHNAWAZ CV 


Email shanawazshani666@qmail.com 
Contact No.+ (92) 0334-3674754 (B Whats App + (92) 0321-2069093 


Objective 


4. Seslnga chain postion to engage m a carer that il alow Yor progress in terms ot skits and development 
through application of academic eduction for professional growth as well as growth of the company 


Personal Information 


+ Name: SHAHNAWAZ 
Father Name : SHAHID Javed (Late) Bone TARA Ca 

+ Date of Birth; 05-10-1989 + Nationality: Pakistan 

CNIC 42201-3759292-7 

+ Address: Flat No A1 1* Floor AL Hamra Garden Block 7 Gulshan e Iqbal 75300 Karachi. 


Academic Qualitication 


+ Matriculation in 2007 from Trinity Private School. 
+ Intermediate in 2012 from Board of Intermediate Education Karachi 
+ Bachelor of Commerce (B.Com) 2° Division in 2019 from Karachi University. 


Professional Qualification 
+ One year Diploma in CIT from Aligarh Institute of Technology Karachi (Complete in 2012). 


skiis 
+ MS Ml word + MS Outibok + Network/Hardware Solutions 
+ MSI Ecel + Windows Installation 


Experience 
# 1 year of Experience as Customer Service Representative in e Nexus Call Center 
from (Feb 2014- Jan 2015) (Contract Base) 
* 2years of Experience as Computer Operator in Adom Communication 
from (lan 2016- Dec 2017) 
* 48 years of Experience as Office Assistant in Global Technology Pvt Ltd 
from (Feb 2018 - Oct 2022) (Contract Base) 
References 


+ Reference can be gladly furnished if required. 
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DATED 07-02-2009 


ALIGARH INSTITUTE OF TECHNOLOGY 
KARACHI 
(Affilated with Sindh Board of Technical Education Karachi) 


Batch Code - COP 103 
Certification of Diploma in C.LT 


This is to Certify that MR. SHAHNAWAZ S/o Shahid Javed 
He has Completed the prescribed One Year Diploma Program of CLT 
which Include MS Office Network Hardware Troubleshoot of System Windows Installation etc. 
This Diploma Session Starts from Jan 2012 to Dec 2012. 


He Has been Examined & found Sucessful in Completion of Diploma in CIT. 


8 is placed in Grade "B" of 61% of Total Marks 300 out of which he gained 198 Marks. 


The Certificate is Awarded & issue on 31-Dec-2012. 


3 An 


Head of Institute 


Adorn 
Communication 


Certification 


This is to Certify that Mr.Shahnawaz was working at Adorn Communication as 
Computer Operator from Jan 11-1-2016 to Dec 31-12-2017 During this Period, his services were 
found to be Satisfactory in carrying out of the following Duties: 


Typing Data & Check data for errors. 

Save Records of Employees information in Computer System. 
Check Computer for malfunctions. 

Check email or forward as required. 

Install Windows Download Required Softwares. 

Search For Softwares Apps of Andorid. 


We wish him all the best in his future. 


her 


HR Manger Adom Communication 


Adorn 
eso ‘Communication 
Desing in PABX & Intercom Network Services 


Certificate Issue on 02- 


018 


(o Global Technology (Pvt) Ltd 


Facilitate Customer with care 


Certification 


Certified that Mr. Shahanwaz S/o Shahid Javed 
has working for position of "Office Assistant” in Global Technology (Pvt) Ltd. from (Feb 2018 - Oct 2022) 
For period of 48 years (Contract Base) 


He perform following services. 


Typing in MS word oramounts figures in MS Excel Sheets. 

Monitor incoming email and answer or forward as required. 

Check Stationery items of Office. 

Fax, scan and copy documents. 

Answer phone Calls of Office & transfer to the appropriate staff member. 
Coordinate messenger and courier service. 


Satisfy with his work & hope he get more new opportunities. 


Executive Officer Mr. Amir Global Technology Pvt Ltd. 
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TIKIN PAZAR, KARACHI 
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Un married 


(A 42201-3759292-7 


l Place Designation 
Place Karachi 
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